SATERN

System for Administration Traini

and Self-Assign Items

Education Resources for NAS

Job Aid: Self-Assign Items

Tasks

A. Simple Catalog Search

B. Advanced Catalog Search
C. Browse Catalog

Description: These steps demonstrate how to use the Catalog to locate and assign Items to your
Learning Plan. Each task demonstrates a different method of searching the Catalog.

Task A: Simple Catalog Search

€D Click Catalog > Simple Catalog
Search in the top menu.

@ Enter keywords to search for in
the Item Title and Description.

@& Check the checkboxes for the
type of Item you are searching
for.

Q Click on the Search button.

Locate the Item you want to add

and click on the Add to Learning

Plan button.

To revise the search, repeat steps

2-4 at the top of the page.
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Keyword Search

Enter Keywords to search the Item Title and the Iterm Description fields.,
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System for Administration Training and Self-Assign Items
Education Resources for NAS

Task B: Advanced Catalog Search

€ Click Catalog > Advanced

SATERN
Catalog Search in the top menu. -l e

welcome Flash Bulb | Home | Search Catalog

Persanal Catalog

= Browse Catalog = Calendar of Offerings = Simple Catalo_ngearch = Advanced Catalog_\Search
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@ Enter keywords to search for in
the Item Title and Description.

Title: ICDntains vI
type of Item you are searching Description: [cContains =] 9

@ Check the checkboxes for the

for.

Subject Area: ICDntains vI

Q Click on the Search button. Delivery Method: Im

Source: ICDntains *I
ID: ICDntains "’I

Search Options

Search for: ' Items 9 " Offerings

¥ Instructar-Led W online [ Other (Select one or more)
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Locate the Item you want o add RS
and click on the Add to Learning B L s e e e o e
PI an button ) ?j.:’::i:: ::::Lrlghthe Refine Search link at the top of the page.
Advanced
; :
To revise the search, click on the e
Revise Search link at the top of " Basic Flectronics 8 |- Aresdy
the page. Histary of the Light Bulb v/ B | 000 -
L ermedintectectronics e B LonE )
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SATERN

Task C: Browse Catalog

€ Click Catalog > Browse Catalog
in the top menu.

@ Click on a Subject Area.

The number in parenthesis
indicates how many Items are
available for that Subject Area.

Locate the Item you want to add
and click on the Add to Learning
Plan button.

System for Administration Training and
Education Resources for MAS

Self-Assign Items
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[Expand All] [Collapse all] ‘;
. ﬂ Please zelect Subject Area to view related tems. ‘

Company Policies (2] :
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Computer Operating Systems *‘

(o ‘
Concern for Quality (1) 9 i
Continuous Development j
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Concern for Quality (1)

& Lighting Concepts for the Workplace ¥

Description : Participants will learn how to design lighting for [
use in the worlplace - including selecting light More =

Cost: -- Length: 16.00 User pating: T % % # 70 Status: -
Schedule Offerings !
Start Date/Time Facility & Location Places Filled Price (%) Action J
Augsz2/,2005 Mew vark Office - /10 0.00
09:00 AM i
America/Mew
Tork )
Sepfz6/2005 Mew vark Office - /10 0.00 ;
09:00 aM
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